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NOTICE OF VACANCY 

THE EXECUTIVE DIRECTOR OF THE NEW JERSEY HOUSING AND MORTGAGE FINANCE 
AGENCY INVITES APPLICATIONS FROM QUALIFIED CANDIDATES FOR THE FOLLOWING:  

 
ISSUE DATE:  June 10, 2014 
CLOSING DATE: July 22, 2014 

JOB TITLE:   Architect I  

RANGE:  R12  

DIVISION: Technical Services 

FL STATUS: Exempt  Non-Exempt  

UNION STATUS: Professional Unit  Administrative Unit  Non-Union  

EMPLOYMENT 
STATUS: 

Full Time  Part Time  Temporary  

 JOB DESCRIPTION: 
 Under supervision of the Managing Architect, review Architectural and Engineering submissions to ensure accuracy and 
compliance.   Coordinate reviews with in-house professionals to obtain compliance with technical requirements and applicable 
construction codes. Document the process through review comments to in-house staff members. Conduct site inspections to 
determine project feasibility; submit reports with concise recommendations. Review submissions of Shop Drawings, Change 
Orders and Product Samples for conformance to Contract Documents. Monitor construction for conformance with Contract 
Documents; assist in resolving problems. Review and provide technical comments on Architectural and Construction Contracts. 
Assist in technical and mortgage closings. Generate correspondence and reports as required. 

MINIMUM REQUIREMENTS 
 EDUCATION / EXPERIENCE: 
Four (4) year degree in Architecture; eight (8) years of relevant experience. 
Carries out routine assignments requiring the application of clear and well established methods, practices and techniques, under 
supervisory instructions on objectives, limitations, priorities and deadlines, and is subject to supervisory progress checks and 
close review of completed work.  Collects, verifies, compiles, and summarizes data or information, processes routine actions, 
and assists higher-level positions in more complex activities 
SKILLS: 
Extensive knowledge of architectural design practices and building construction techniques, HMFA statute and regulations, 
technical closing procedures and of administrative methods and procedures. Ability to communicate effectively, orally, in writing 
and to listen actively, to interpret statistical and financial information and make appropriate recommendations, and to establish 
and maintain effective working relationships with construction officials, municipal officials, community groups and co-workers. 

CERTIFICATED & LICENSES REQUIRED 
A valid driver's license in the State in which the person resides is required only if the operation of a vehicle, rather than 
employee mobility, is necessary to perform the essential duties of the position.  
Registered/licensed Architect in New Jersey 

WORKING CONDITIONS 
General office environment; some travel is required. 

PHYSICAL DEMANDS 
Non-physical; moderate walking may be required when visiting project sites to inspect as-built conditions; ability to walk within 
dilapidated buildings and construction sites. 

 BENEFITS 

 HMFA provides a comprehensive benefit program which includes the following:  health, dental and prescription 
drug plans; vision care; deferred compensation plans; Public Employees' Retirement System (PERS); personal, 
sick and vacation days; tuition reimbursement and paid holidays.  Residency in the State of New Jersey is required 
of all employees with an agency of the State in accordance with the New Jersey First Act, N.J.S.A. 52:14-7 (L. 
2011, Chapter 70). 

IF YOU ARE INTERESTED IN THE POSITION, PLEASE SUBMIT, FAX OR MAIL YOUR RESUME ALONG WITH A 
COVER LETTER TO HUMAN RESOURCES: P.O. BOX 18550, TRENTON, N.J. 08650-2085; FAX (609) 278-8858 
E-MAIL: hrjobs@njhmfa.state.nj.us 
The NJHMFA is an Equal Opportunity Employer in compliance with all Federal, State and Local Regulations.  
NJHMFA provides equal employment opportunity to both individuals with veteran status and individuals with 
disabilities.   
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